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The application opens and displays reports per the individual employee.

Banner defaults to A/ Click other options to sort by open, submitted, approved, or sent for payment.
Sort columns.

Displays existing reports.

Status of the report (open, submitted, or approved).  Approvedstatus can be at any step within the
approval process.

Act as a delegate for another employee.

Create a new non-travel expense.
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Click to create a new non-travel expense report. Select a business purpose from the dropdown options.
To add an expense, click
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